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Seeker: Searching for arecord

Searching for new clients in Toolbox 2.0 that youra not case managing.

Step-by-Step:
Toolbox 2 {(Production}
Eile Edit b Lty Hility Window Help

QriomaiP@evEMAA BISCHKOR « » M

1. Click on # Find Seekericon (or press Ctrl + N) to bring up the Seekeesn.
2. Under the Find Seeker Tab, enter the appropriaeleriteria to search for the client.

Search Criteria

Default Screen
SEN: Phone: |573 :
Narme @ Seeker Info " Referral History  Assessment
L | T Desired Jok Title " Scratch Pad History  © Eligibility
First:l Micdle: " EducstionfCedificates T Testing T Funding
T Wark History " Service Histary " Employment Plan
App ID: DCH| " Cther " Initial Interviewy " Change Histary

Wigh Lser Ick: DCN Case:|
Email @ Search | ) Partial Errtr\,-'|

Figure 1: Seeker Search Criteria

3. After the system returns the results of your seatohble-click on the appropriate name to
bring up the correct record.
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If you have searched for the client and do not &ng record of the client in Toolbox 2.0, you must

enter the seeker information.

Step-by-Step:

1. Click on the & Seeker Entry icon (or press Ctrl + K.)
2. For CAP clients, enter information &l fields located in the Basic tab screen. (see Eigyr

File Edit Mavigation Wility MO Uility Window Help
POEBBR AFOAI VeV RAG BIFECKSE @
7
Eiazic I ST ST E R o T Erri= iz L0 NSy izl <]
+[£ Pseudn Last Update:
BN ®Dste: ®Enterad By: |
!Name:| |— |
Address Line 1 Address Line 2 City St Zip
®Mailing Acoress: | | | l_ |
Street Address:| | | l_ |
Email Address: |
Wity Email: |
Hame Cell Wyark Other
Phone Mumbers: l_l l_l l_l l_l
®Date of Birth:
®BCitizen: l_ B ender: l_
Refugee: l_ Alien Reg kumber; 2
Asyles: l_ Refuges Entry Date:
Homeless:l_
BHizpanicLatino: l_ Asylum Granted Date:
®PRace Codes:
@ Save | 3 Cancel
Figure 2: Seeker Data Entry Basic Tab Screen
Restrict/Unrestrict Records
Restricting an unrestricted record
Step-by-Step:
1. Open a seeker record.
2. Click on the Seeker Info Tab.
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B Toolbox 2 {Production] - Seeker

File Edii Mavigation Cpfions Ul 80 Uil Wendow Help

| m| ek JFuLTON e [E5251 FULTON ac szt
l_ﬂ"f't;.-__.;.____.____:_'_'“.'_[_.____._.__... [~ Bad Addrezs [ Hoselisa Esead )
- Perzonal - - - SEkdr Shahis
Elmluz Dwle Laest =
Dl of Bieth, Ehw I pisdied EnpEscharmelache | | [ﬁ:ﬁ% [
Aot | = S chitle Caze Mamgemertfis, Heotdteet| Tas[ ||
cerner| F Ty nagume 1 Ben Year End O nactve Mest Task| i
Clzear| I Liewehonc: sy I Decaaced P-Fﬁﬂlil Possiseitictmi Enrcliments i‘ E
senfogghl | wERD | |
Migliran coee | |
ek S [ - b - nm:l ,
I Recertly Separaled W"ﬂ Ta ———— P I
I Served n Camosgn — [Date | Typeod Service | Emgloyment Counselor
I Frint on Sumimsey (REssne) ___ :| TE B0 el ok Search Couneskor Vet =
I S Ernded by Deabaty | [ =
I Spouse in Reserves or Mational Guard
Branch I Saalve Verhid =
Source: |Counselon ) 3 B Fastind Tekir ]
- ﬁﬁ = B vt it Eoswn | el |

3. Click on the “Restricted” checkbox at the bottorft séde of the screen. A check mark

appears in the box to signify the record is retsdc
(NOTE: This will send an alert to FSD indicatirigat the record has beegstricted due to

domestic violence.)

Unrestricting a restricted record

Step by-Step:
Open a seeker record.

2. Click on the Seeker Info Tab.
3. Click on the “Restricted” checkbox (if checked)uiocheck the “Restricted” checkbox.

(NOTE: This will send an alert to FSD indicatirigt the record has beanrestricted and
the client is no longer in a domestic violenceatitn.)

] LA ] ] It
Source; [ Partisl Seeker
. ek Info ave ance
8\/ Restricted ) DSecondary Counzelor M] @ & LG l
— Figure 3: Restrict a Record
Teen Parents
Aud2008-kin
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The Teen Parent indicator is located on = Employment Plan/Enrollment screen, in the
Enrollment tab. If the individual is a teen parthd “Teen” box will be checked.

Enraliment Approprigteness Employment Plan Progress Clozures
Eligikle Enrollments
| DD Eliggitility | Referral System Programs | Ref Ot | [iCR 10 < Teen|Twio >
u | =~ W | | | & E'E‘ Search Ma
| | | | m g
| O | | | [ | 1 Show Closed
| u | | =
L | hd Cther Potential DWWD Programs
werify Date: (] “ m
i | 'Z,' == [ielete
J, Enrall Agreement
Actual Enrollments
| Program | Start Ot WD [ Outcome
|CAP Recipient | Mandstory narsn7]| I sl
sl
I | r C
[ | B | [ Show Closed
I | I
| | = = $ spplicart Tﬁﬁ
| | [ o -
[ External Coungelor |

Figure 4: Teen Parent Enroliment

Sending Teen Parent in an Educational Activity Alet

Step-by-Step:

Click on the® icon to access the Assessment screen (or prdss &)r
Click to select the “Education” Tab.

Click on the &l icon. This will bring up the School informatioarsen.
Enter School Information.

Click on “Close” to exit out of this screen. (figub)

Click on “Save” to save the information and seneldlert to FSD.

Ok wWNE
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Sending Teen Parent Not in an Educational ActivityAlert

Step-by-Step:

Click on the® icon to access the Assessment screen (or prdss &)r

Click to select the “Education” Tab.

Click on the.&] icon. This will bring up the School informatioarsen. (figure 5)
Enter “End Date”.

Click on “Close” to exit out of this screen.

Click on “Save” to save the information and sereldlert to FSD.

Ok wWNE

Schoal: |Llnderwater Driving High School
Address:[1211 strest

City:|5t. Louis iMO:[85043
Start date: jng/2003 Attendance: |:|
End date: |04/20/08 Degree: | -]

’8 Close

Figure 5: School Information Screen

Two Parents

Viewing two parent information

Step-by-Step:
&

Click on the & Seeker icon (or press Ctrl + S)
Click on the Seeker Info tab.
Click on thew button to view the other parent information. (fig)

Click on them button again to go back to the original parentiimfation.

P W NE
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Find Seeker Seeker Info I De=s Job Title EcluiCert Wiork History Referrals Other Scratch Pad  Swe Referral Ak, Quety
Mame and Addresrs_lnfarmatian Mailing &ddress: Street Address:
Phone Mumbers | |
Home:| . ce| [ansas oy e [5a155- | B
Wark | Cther:| [ Bad Address [ Homeless Email: |
DF:rsofn;!rltl::Drmatlon —— ——_— Seeker Status Status Date Last Update
& T it - M =Eho f==hle Ermp Exchange: |active 0341 4/06 05611 /10
A v Searchable Caze Management: | s ctive Mest Appt: | Time:|
Gencer:[M [ Share resume [ Displ. Homemaker Ul Ben Year End Db iractive || MestTaske[
Citizen: ’T [ Undoc Alien [ Decessed App I ,7 Pozsible/Actual Enroliments
Alien Reg # A& LER: [ | DCN: Actual-CAP Recipient|Mandatary
“eteran Informatinn -
“et Statuis:| bl - Mone -| Transiion: \:I Twvo Parent
[ | Recently Separated Setved From| Served Ta .
[ Served in Campaign [

Employment Counselor

[ Print an Summaty (Resume) | |

| ¥

|
: resun MR | |
[ service Ended by Disability | | - | | |
[ | Spouse Currently Deployed in Reserves ar Mationsl Guard | | |
Eranch:| ~| [ Stetus Verified [ | | =
S0UrCE : [ Partial Seeker
[ Restricted [ Secondary Counselor M

Figure 6: Two Parent Information

Call-In Letters

Bringing up the list of Call-In Letters

Step by-Step:

From theMO Utility menu, click to select “Call-in Letters”

Select the Office for the Call-in Letter

Select the appropriate letter. (see list below)

Click on the box next to the individual’s name &best the records.
Alter letter information if appropriate.

Click on “Send Letters” to send.

oA ONE

NOTE: You will see the list of Call-In Letters for the Office that you are logged into.

Written by Shams Chughtai/Christine Gardner Aud2008-kin
Version 6



Page 9 of 38

CENTRAL OFFICE

[ |
O
O
O
g
O
O
O
O
g
g
O
\_

CENTRAL OFFICE
421 EAST DURKLIMN STREET P O BOX, 1057

JEFFERSOM CITY MC

Figure 7: Call-in Letters

Reviewing sent Call-In Letters

Step-by-Step:
1. After the letters have been sent, click on the ‘iBev_etters” Tab.
2. Click on the[ﬁ icon to bring up a copy of the Call-In Letter tihais been sent.

Editing sent Call-In Letters (Option 1)

Step by-Step:
After the letters have been sent, click on the ‘iBen_etters” Tab. (You have until 4:00 P.M.
the same day to edit the letter.

2. Click on th icon to bring up a copy of the Call-In Letter esliteen.
3. Edit letter, and click on the “Save” button to sake information.
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Editing sent Call-In Letters (Option 2)

Step-by-Step:

Click on the S Correspondence icon. (or press Alt + C)

Select the Query tab.

Double click on the record that you wish to edit.

This will bring up the Edit/Create tab, make appraje edits on this screen.
Click on the “Save” button to save the data.

Click on the “Preview” button to preview the letter

ok wbNE

Deleting sent Call-In Letters

Step by-Step:
After the letters have been sent, click on the ‘iBev_etters” Tab. (You have until 4:00 P.M.
the same day to delete the letter.
2. Select the appropriate letters that need to beetkkey clicking on the check box.
3. Click on the “Delete” button to delete the lettedetters.

/\
Send Leﬁw
Office:| =
Client Address Letter Counselar

1l | | |

| I I I

| I I I

| I I I

| I I I

| I I I

| I I I

| I I I

ol I I I

ol I I I

ol I I I

| I I I

| I I I

| I I I

Ci I I I
@ Mumber Selec’[ed:l— Total Records: I—D Select Al | DeSelect .-’-‘.IIl

Free Form Letters

Step-by-Step:

1. Click on the S Correspondence icon. (or press Alt + C)
2. Select the Edit/Create tab.

Written by Shams Chughtai/Christine Gardner Aud2008-kin
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From theCategory field List of Values (LOV), select “General”.

From theDocument Typefield drop down menu, select “Free Format Letter”.
Type correspondence in thesert your text here field.

If there are any additional comments that neecttadded, type them in tiAalditional
Commentsfield. This text will appear after the signatutedk.

7. Click on the “Save” button to save the letter.

ogkw

NOTE: Click on “Preview” to view and print the lett er for mailing. DWD will not be mailing
Free Format letters.”

2

EdibiCreate | - FOrmsE sty

Correspondence For: [
————  Cateqory |Generd
> Document Tysa: [Free Formst Letter

Ingart your test hera

| »
»

|

Coeniments:

— Dokte | [ Proview [(Save )| XC Concel | Close |
Figure 8: Correspondence Edit/Create Letters talr rm letters)

Sending a Post-Enrollment Letter

» Step 1. Select ‘Options’ on the menu bar.

* Step 2: Select ‘MO Program Specific’ from the.|[his is new and will be put into production on
Monday, August 4]

» Step 3: Select ‘CAP Post-Enroliment Letters’. Po@-up box below will display.

» Step 4: Complete the necessary information requoesend the letter. Hit the ‘Send Letter’
button.

You can review a file copy of the letter by clicginon the ‘Review Tab’ from the Call-in List screen,
clicking on the ‘Query’ tab from the Seeker Cormasgence screen, or double-clicking on the letter
name from the Seeker Histories screen.
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’ELH AP Post Enrollment Letters
SSN:J_'  Mame:
Leﬂer:l x |
Office:| CENTRAL OFFICE v

\CEMTRAL OFFICE
421 EAST DUNKLIN STREET F O BOX 1057
|JEFFERSOM CITY MC 551021087

Counselor:’

;:?,‘r' Send Letter | ’8 Cloze |

Again to delete the letters, there are several wa@® so. Please refer to the following instroms:

Deleting Post-Enrollment Letters

Functionality #1
* Step 1. Select ‘MO Utility’ from the menu
bar.
o Step 2: Select ‘Call-in Letters’.
» Step 3. Click on the ‘Review Letters’ tab
» Step 4. Click on the check box next to the paréini’s last name or highlight the name.
» Step 5: Click on the ‘Delete’ button.

Functionality #2

» Step 1: Click on the Seeker Correspondence icon
» Step 2: Highlight the letter to be deleted orlcla the box next to the participant’s last name.
» Step 3. Click on the ‘Delete’ button.

Functionality #3

o Step 1. Click on the ‘Seeker Histories’ tab.
» Step 2: Highlight the name of the letter you wisltelete.
» Step 3: Click the ‘Delete’ button located in thatbbm left portion of the screen.
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Forms

Bringing up Forms

Step-by-Step:

1. Click on the N Correspondence icon. (or press Alt + C)
Select the “Forms” tab. On the left side of theesq, you will see a list of all forms available.
From the list of forms, click on the form name &est it.

2
3
4. Click on the Ll button to move the form to the right side of theegn. (figure 9)
5. Click “Preview” to print.

NOTE: At the time of this desk aid version, not dlinformation is available in Toolbox 2.0. Desk
aid updates will be completed as functionality becoes available.

EditiCreate Farms I GILIEryY

Heyward:| E" Search

* & CWEP Participant Agreement CAP aftendance Log
CWEP Worksite Agreemernt
CAP Community Service Paricipant &greement
CAP Community Service Work Site Agreement
CAP Community Service Warksite Agreement Adendum

CAP Compenszation in Lieu of Wages ﬂ
CAP Domestic Yiolence Assessment

CAP Domestic Yiolence Screening il
CAP Employment Yerification Form

CAP Job Search Loy j
Complairt2ndGrievance-Fillables

PFS admin Woucher Purchase Form.

PFS Administrative Woucher Form for YWRE

PFS Call in and Enrollment Checklist

PFS Caze Management Checklist

PFS Certification and Training Agreement

PFS Domestic Yiolence Azsessment Form

PFS Domestic Violence Screening Form

PF= Enralimert Form

PFS GED Billing Form -

all

= [elete | Preview |@ Save | 3 Cancel |'8 Close
Figure 9: Correspondence Edit/Create Letters talrée Form letters)
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MO Search

To perform a MQ Search click on t® Find Seekericon (or press Ctrl + N). Then click on the MQ
Interface button, this will bring up another windo&nter the individuals Social Security Number and
date of birth to perform the MQ search.

Find Secker Seeker Info  Des Job Title EduiCert Work History Referrals Cither Scratch Pad  Swo Referral  Adv, Query
Search Criteria
Default Screen
SEM: Phone:| 573 ,
Name 0 Seeker Info ) Referral History ) Assessment
Les ) Desired Jok Title ) Scratch Pad History ' Eligibility
Firat: Micidle: ) Education/Certificates ) Testing I Funding
Ciiark Histary ) Service Histary () Employment Plan
App ID: DCHE: ) Cthey ) Initial Irtervigsne [ Change History
Wieh Lser |d:
Email E' Search @ Partial Entry (f MG Interface
Seeker Mame Sty Tyoe Adddre: CityiStatedTin (e=]
S5
Birth clate:

d’ Search | ’B Close

Activate/lnactivate Case Management

For new records that have not been placed in casagement in the past, the case management
functionality will have to be activated.

Activating the case management functionality

Step-by-Step:
1. From Menu, click on “Options.”
2. From Options, select “Activate/Inactivate Case Mgmt

| NOTE: This is an “on/off” feature. If activate Case Mgmt is selected, click again to deactivate.

Written by Shams Chughtai/Christine Gardner Aud2008-kin
Version 6



Page 15 of 38

Enrollment

Enrolling a client in CAP

Step-by-Step:

1. Click on Edf Employment Plan/Enrollment icon (or press Ctrl}+ E

If no counselor is assigned to this record, a wimaoll appear with the following question:

“Do you want to be assigned as the primary Employn@ounselor for this seeker?” (see
Figure 10)

2. Answer the employment counselor question usinddhew options:
* If you will be the primary counselor clickes
» If you will not be the primary counselor, clitdo and continue to Step 3.
* If no counselor will be assigned the'‘at the top right to Cancel.

Counselar Azsignment

d as the Primary Employment

Figure 10: Primary Employment Counselor

3. If you clicked “No”, select the appropriate courmdiom the list of counselors. (see Figure
11)
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Counselors

a
Counselors

CHUGHTAI SHAMS
ADMIN-METF, OWVERRIDE
ALBERT, TRACY

ALLEM, CATHY

AMOS, MARYA
AMCELL, BREMNDA
AMDEREON, BEVERY STEWART

RN Y sl e W 0 B e

Figure 11: Primary Counselor List of Values

NOTE: If the client is a CAP Applicant or Recipiert referral, there will be a referral in the
Referral System Program field.

4. Click on the checkbox next to the appropriate refer
5. Click on theEnroll button to enroll the client.
6. Click on theSavebutton to save the enrollment. (see figure 12)
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ation Options  Utility WO Utility Window Help

FPOHBALORIDADS VS HMA DECKOD | ( b m

'E_El Employment Plan -
Enrallment ]

- Eligible Enralimerits

Last interfacecd:

it Referral System Programs DCN Caze Teen  Two
| LD Eliggibility | . ¥ - g | | 034 i0S
u | N CAP Spplicant | Applicant | 1 [ -
= | = | = } E"'EI Fefresh
r 1 C | OF
B | [ | B [ -
- = Other Potential CVYD |
. er Potential rograms: Acld
“erify Date:lj [ | . +
= |E' = Delete
— < Enrall Agreement
~ Actual Enrollment=
Program Start Ot | End Dt DCM Caze Outcame
e
Cops!
[ Show Clased
-
"

—
[ External Counselor @ Save 3 cancel

Figure 12: Enrollment Screen

Assessment

Completing the assessment for a CAP client

You must review all tabs in tr% “Assessmeritsection and complete those that apply.

npoyment | Educalin  SupotSyslem  FrenclNesis  Legdl  Sereenng  HeafTredment Bosi Sk Tests.
—_— —_— 1

Figure 13: Assessment Tabs

Printing the assessment form for Client to sign

1. Ensure that all relevant information is enterethm “Assessment” section.

2. Click on the & Prim ¢aP assessment | 1y 1100 to print the CAP assessment form.
3. Ensure that the CAP client signs the printed CAgessment form.
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Immediate Engagement

Once a client has enrolled in CAP as an applide®D needs to be notified that they have complied
with Immediate Engagement.

Step by-Step:
Enroll client as an applicant.
Complete assessment for the client.

Click on the @r icon (or press CTRL + E)

Select the “Appropriateness” tab

Select the “CAP” sub tab.

Complete the Short and Long term Occupational atut&tional Goals.
Click on the “Save” button.

Nookw NE

| NOTE: This will send a compliance code to FSD. |

-fr;:é|Emplnmnm Plan -

n Wl

If applicahle, describe how Age = a barvier to employment and training -~ Occupational Goals
Age s & barrler because of where he is at at this time Ta ® Short Term:
q Clierit iz wworking &t Concrete in making $9.00 £
L an hour as & welder working 40 hours a week, =
It applicable, describe hovy Appearance iz @ barrier to emplyment and training Ejp—
—= .
Cliert does not feel appearance is a barrier =1 LAk U |
o Electrician, genaral contractor =
= 5
| W vJ
It applicable, describe howe Attilude i= & barrler to emplyment and training
.1 | Educational Goals
Attitude 1= naot & barrier L

iR

More at this time F
Dascribe what the participant's strencthe are X
Hard warker, dependable, trustworthy Ta ® Long Term:
j Mone st this time F
i
Training Services mu
Completed Date be added o plan by: Recard 1ot [ 1] 4| D] aw | [swe | cawe |

Figure 14: Appropriateness Tab for CAP

Written by Shams Chughtai/Christine Gardner Aud2008-kin
Version 6



Page 19 of 38

Participation Hours

Entering client participation hours

Step-by-Step:
1. From the Employment Plan/Enrollment screen, selecEmployment Plan tab.
2. In the "Comments’ field at the bottom of the screen, enter the neglunumber of hours. (It

may be necessary to scroll down to view this fleld.

[ *

—— | Comiments: hhe client i required to participate in 30 hours per week .

1]
1]

Q Prirt Plan | + Mewye Plan . == Del Plan {3? Save | 3 Cancel
Figure 15: Participation Hours

@ Zchedule

Services (Activities)

Entering services (activities)

Step-by-Step:
1. Click on the Employment Plan/Enroliment icon (oegs CTRL + E)
2. Select the Employment Plan tab.
3. Complete the following fields:
e O*Net
* Goal
» Justification
4. Double click on the Obijective field (or press F2)
5. Choose Objective and Service
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@

Enrallment

Approprigtensss Employment Plan

Progress Closuwres

[ Shows Closed Seryices | Show Closed Tasks  EC Molice: Plarc 1 |of[3 | ¢ »

®Start Date: 72507

Closed:|

| -

®OMet: ' 0000000 Detauit Onet

-
WGoal Converted from SSP System
—>

® Justiication: = nnyverted from SSP System

P -
Objective: Employment Start Date: 042208
pServdee: |nsubsisized Paid Employment Hewss:[ 20
Actual Start Date: 042208
e Lodd Task
— DelTask |
Enel Diate:| Cuteome: R Smim|
Ohjsctive:| Start Date: |na2208
Cerina Fhl.ﬂ"’— x
@Scheuuej Q}Pmnanj + MewPlsn = DelPlan {9 Save | 3¢ cancel ]

GrEmpioyment
LLInsubSitizl‘:d Paid Employment

4 acd service| [} Commerts 1] veriticaticn

§ Poymert | @ oesE |

FSD Months on TANF;| 25

Employment Plan

Printing Employment Plan

Step by-Step:

Figure 16: Entering Services

Click on the Employment Plan/Enrollment icon (oess CTRL + E)

. Select the “Employment Plan” tab.

. Ensure that you review the plan with the client.

2
3. Click on the & PimtFan | b iion
4
5

. Have the client sign the plan.

Services (Activities)

The following CAP Objectives and Services can be ed to enter activities in the Employment

Plan tab (see Figure 16)

OBJECTIVE: ASSESSMENT

CAP Assessment

Conducting an initial interview and assessment
completion of any participation agreement,

identifying strengths and barriers to develop a
plan for obtaining employment. This plan must
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include a participant’s educational and

employment goals. Also, assessment is
administering tests in determining skills, such g
reading/math, aptitude, interests, work maturity
and medical/mental health evaluations.

Conciliation

Process to resolve barriers preventing
participation in the program.

Trial Participation

An enrolled CAP recipient must demonstrate

participation in an allowable work activity before

the sanction can be recommended to be lifted.
recipient must participate for 2 consecutive
weeks.

OBJECTIVE: BASIC EDUCATION

>
m
AL

Enrolled in adult literacy classes to obtain a GE

or High School equivalencyCORE for Teen
Parents NON-CORE for all other CAP
recipients.

CAP Basic Skills/Remediation

Enrolled in training that may include: adult
education, literacy activities, remedial reading,
writing, mathematics, or a combination thereof;

for customers who have proficiencies below the

ninth grade level or to improve basic skills to a
level greater than the customer held at assessi
Pre-requisite courses are not approvable and
should not be reported at this servi¢ar CAP
recipients who have obtained a High School
diploma or GED. For Trade Act, GED, ABE,
AEL, and ESL/LEP are allowable as basic skill
remediation.NON-CORE CAP Activity

GED Test Test of General Education Development; exam
administered to those trying to obtain a GED.
NON-CORE for CAP.

High School Upper secondary school which educates recipi

for grades 9 through to grade 12. For the purpg
of CAP, this service also includes recipients wh
are attending grade school and middle school.
CORE CAP Activity = Teen ParentsNON-
CORE CAP Activity = All other recipients.

D

The

D

\*2)

ents
Ses
o

High School Equivalency

CORE for Teens. NON-CORE for everyone
else.

Job Skills Training Directly Related to
Employment

Any training or education for specific job skills
required by an employer to provide an individus

=

with the ability to obtain employment or to
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advance or adapt to the changing demands of the
workplace. This includes: Occupational/
Vocational Education training beyond 12 months,
AEL, High School Equivalency, and Limited

English ProficiencyNON-CORE CAP Activity.

Limited English Proficiency Classes that teach English proficiency and
language development to non-English speaking
recipients; and participants whose native language
is not English. CORE CAP Activity = Teen
Parents.NON-CORE CAP Activity = All other
recipients.

OBJECTIVE: EMPLOYMENT

Compensation in Lieu of Wages Receiving commodities such as housing,

transportation, childcare, etc., (using the fair
market value and the federal minimum wage
calculation) in lieu of wages for work performed.
CORE CAP Activity.

Self Employment An individual who actively earns income directly
from his own business, trade or profession rather
than as wages or salary from an employer. Ma
include, but is not limited to: domestic work,

ranching, farming, fishing, commission work, and
the provision of childcareCORE CAP activity.

‘Q

Subsidized Employment-Private This is private sector employment for which the
employer receives a subsidy from TANF or other
public funds to offset some or all of the wages and
costs of employing a recipient. The recipient ig
paid wages and receives the same benefits as|a
non-subsidized employee who performs simila
work. CORE CAP Activity.

Subsidized Employment-Public This is public employment for which the
employer receives a subsidy from TANF or other
public funds to offset some or all of the wages and
costs of employing a customer. The recipient is
paid wages and receives the same benefits as|a
non-subsidized employee who performs simila
work. CORE CAP Activity.

Unsubsidized Paid Employment Full or part-time employment in the public or
private sector that is not subsidized by TANF o

=
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| any other public programCORE CAP Activity. |

OBJECTIVE: EMPLOYMENT-RELATED EDUCATION

CAP Occupational/Vocational Education
Training

For CAP, organized educational programs that
are directly related to the preparation of
individuals for employment in current or
emerging occupations requiring training,
including a baccalaureate degré@AP CORE
activity.

CAP OJT (On-the-job Training):

Training by an employer that is provided to a p
participant while engaged in productive work in
job that provides knowledge or skills essential 1
the full and adequate performance of the job;
provides reimbursement to the employer of up
50% of the wage rate of the participant, for the
extraordinary costs of providing the training ant
additional supervision related to the training; ar
is limited in duration as appropriate to the
occupation for which the participant is being
trained, taking into account the content of the
training, the prior work experience of the
participant, and the service strategy of the
participant, as appropriatécCAP CORE Activity.

aid
a
0]

o

nd

Work-Study

Work-Study is an educational benefit for
undergraduate students with financial need.
Work-Study placements are sites developed or
contracted out by educational institutions wher¢
students who qualify for this benefit are placed
work and receive a stipend. The stipend is usu
received as an hourly salary and earnings are
counted in their budget for Temporary Assistan
CAP CORE Activity.

C

to

ally
not

OBJECTIVE: FOLLOW -UP

CAP case managers can not use any services umsliebjactive.

OBJECTIVE: INTENSIVE EMPLOYMENT SERVICES

CAP case managers can not use any services umsiebjactive.
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OBJECTIVE: JOB SEARCH ASSISTANCE

Job Readiness

Participation in workshops dealing with resume
writing, interviewing, interpersonal relationships
in the workplace, as well as employer
expectations regarding dress, grooming, ethics,
responsibility, etcCORE CAP Activity.

CAP Job Search Assistance

The act of searching for a job to obtain
employment. This includes self-directed job
search and staff-assisted job sealCQRE CAP
activity.

OBJECTIVE: LIFE SKILLS

Temporary Waiver-Pregnant in Third Trimester

Open this service when the recipient is
temporarily pregnant in the third trimester
preventing the recipient from participating.

Temporary Waiver-Temporary Disabled

Open this service when the recipient is
temporarily disabled preventing the recipient from
participating.

Temporary Waiver-Transportation

Open this service when the recipient needs to
resolve transportation issues preventing them
from participating.

Temporary Waiver-Active in Children’s Divisior]

Open this service when the recipient has an active
case with Children's Division preventing the
recipient from participating.

Temporary Waiver-Childcare

Open this service when the recipient needs to
resolve childcare issues preventing them from
participating.

Temporary Waiver-Domestic Violence

Open this service when the recipient has issues
with Domestic Violence preventing them from
participating.
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OBJECTIVE: TREATMENT

Job Readiness-MH

Addressing job readiness issues by participating

in activities relate to treatment of a mental Heal

condition such as attending counseling sessiorns,
participating in day treatment, or any short-term

treatment. The recipient must be otherwise

t

employable, and the need for this service must|be

based on the documentation from a medical
doctor or physician supported by medical
evidenceCORE CAP Activity.

Job Readiness-PT

Addressing job readiness issues by participating

in activities related to treatment of a medical

condition. This includes physical therapy and any

treatment required that is directly linked to
improving the recipient’s medical condition. Thg

recipient must be otherwise employable, and the

need for this service must be based on

1%

documentation from a medical doctor or physician

supported by medical evidenceORE CAP
Activity.

Job Readiness-SA

Addressing job readiness issues by participating

in activities related to resolving drug, alcohol of

substance abuse barriers. The recipient must be

otherwise employable, and the need for this
service must be based on documentation from
medical doctor or physician supported by medi
evidenceCORE CAP Activity.

a
cal

Treatment and Support-MH

Participating in activities related to treatmentof
medical condition such as attending counseling
sessions, participation in day treatment, or any
short-term treatment.

Treatment and Support-PT

Participating in activities related to treatmentof
medical condition. This includes physical therg
and any treatment required that is directly linke

to improving the participant's medical condition.

Py

Treatment and Support-SA

Participating in activities related to resolving
drug, alcohol or substance abuse barriers.
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OBJECTIVE: WORK SITE LEARNING

AWEP/CWEP

An individualized volunteer work activity that
provides a recipient with an opportunity to acqu
the general skills, training, knowledge, and wor
habits necessary to obtain employment. The
purpose of work experience is to improve the
employability of those who cannot find
unsubsidized employment. This activity must b
supervised by an employer, work site sponsor,
other responsible party and be consistent with
recipients Individual Employment Plan (IEP)
whenever possible. Hours are based on FLSA
standards, cash grant and food stamps amoun
CORE CAP Activity.

ire

or

L.

CAP Community Service Programs

A structured program for recipients who are no
otherwise able to obtain employment. The
emphasis is on improving employability and go
work habits. Good work habits include, but are
not limited to: regular attendance, consistent
punctuality, positive attitude and behavior,
appropriate appearance, good interpersonal
relations and effective task completion. It is als
to perform work for the direct benefit of the
community under the auspices of public or non

|

profit organizations. Community service programs

must be limited to projects that serve a useful
community purpose in fields such as: health,
social service, environmental protection,
education, urban and rural redevelopment,
welfare, recreation, public facilities, public sigfe
and childcare. Hours are based on FLSA

standards, cash grant, and food stamp amounts.

CORE CAP Activity.
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Work History

Entering a Work History

Step-by-Step:

©CoNo~wWNE

Click on the® icon (or press Ctrl + A)
Select the “Employment” tab.
Click on the “Add” button.
Enter Employer Name in the “Employer” field.
Enter City in the “City” field
Enter State in the “State” field
Enter Job Title of the client
Enter the start date of the client. (MM/YY format)
Enter the end date of the client, if appropriak®(YY format)
*  “Months” field will automatically calculate the nlar months of employment.

10.Indicate how the Salary is calculated (hourly, ylaieekly, monthly, yearly) in the “per” field
11.Indicate salary amount in the “Salary” field.

12.Enter number of hours worked in a week, in the “NY&.” field.

13. Enter the Job description in the “Job Descriptibald.

Verifying a Work History:

Step-by-Step:

1.

2.
3.
4.

Click on the® button in the Employment tab.

* This will open the verification box.

Click to check the “Verified” checkbox if the emplment has been verified.
Select type of employment from the “Type” field.

Click on “Close”.

NOTE: This will send an alert to FSD indicating tha employment has been verified.
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Verifying termination of employment:

Step-by-Step:

Click on the® button in the Employment
* This will bring up the verification box.

1.

2.
3.
4.

Click to check the “Verified Termination”.
Click on “Close”.

Page 28 of 38

tab.

From the “Reason for Leaving” drop down menu, clalselect the reason for termination.

NOTE: This will send an alert to FSD indicating that the employment has been terminated with

the employer.

[ werified

) I

Reazon For Leaving: |

[ werified Termination

-

’8 Close

Figure 17: Verifying termination

Ernployiment | Ecacation Suppart System Financisl Needs
Azzezement Dater (0402308 Last Update Date:
Employment Hisfory

| Emnployer Y =t o el

_I!E — Deete
5 |

Jaob Thle: [Dishvwvasher

Legal Seresning HeaslrTrestment  Basic Skiks Tests

Joio S=eking Skl
Do wou have & resume? - |

Wihich methads worked best for yaus? |
Dz your typical interviesw [

Do yow mesed help preparing for infervienss? |

Job Feeping Skils
Start Date: [04/07 End Date: (05107 Marths:| 1
Per:| Hourly ~| saiary 700 69 Hesoake e you sbieto et to work an time? -
Job Descrption: (washed Dizhes Did you work most schedued waork hours? v||
Describe yous sworking relationship with Your co-workers/spsris
ent Employment | . - : :
F
Currerily Working -] When are you able ts work @J 'li-'.lhutt'.lpa of job= hawve you liked inthe past and what are you interested in?
Looking for werkc | 3] Describe whet vou liked most sbout your last job
Type of work: | [

Lirieest Wiorkesd Employer: Wity Lett |
Appiled and Not Hred: | ||
Cant Lockiscoept Job: | |

Deserbe wihat youl liked least sbout your last job

Ll &, Potertial Earnings:

Guit or Fired Reasorc ™| | Lh |
G Print CAP Assessment | (save | 3 Cancsl |
Figure 18: Employment
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Alerts to FSD

Sending an alert

Step-by-Step:

Open the seeker record

From the Options menu, select “Seeker Alerts”.
From the Alert dropdown menu, select appropriagetal
Click on “Save” to send the alert.

PowpbdPE

%m mlert Entry

AlErt) Recommends Sanctionbe lifted A
SSN;
Name:|

,{E'; wave | ’5 Cloze

Figure 19: Alerts

Deleting Alerts

When an alert has been sent, it can only be deigi¢d 4:00 pm of the same day.

Step-by-Step:

Select MO Utility, and them Alerts Review.

This will bring up the “Daily referrals Query” s@e.

Bring up the appropriate referral by using the dBi&N, Program or Counselor criteria.
Select the appropriate alert.

Click on the. = Delete &t | b 1o to delete the alert.

o ronNpE

Payments: WRE

Authorizing WRE payments

Step-by-Step:
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1. Click on the Esf Employment Plan/Enrollment icon (or press CTRL)+ E
2. Select the Employment Plan tab.

3. Click on the & P™et ) itton.
 This will open the payment screen.
4. Click on the “Work Tab” to enter the payments.

Entering payments
1. Click to select the Vendor.
2. Enter the Pay Amount.

NOTE: “Total All WRE’s” field indicates available funds

Select the type of purchase from “Pay Expense” diepn menu.

Enter a description of WRE payment in the “Desaoipt field.

In the “Services” field hit F2 to select a servibat will be tied to this payment.
Click “Save” when complete.

ogkw

Wark l Transpartation

® Authorization Date: (050305 Tatal Al WH
—_—
® encdor: ||

Available Amount: 35000

— > ® Py Amount:

——+—>® Pay Expenze: | -

— 1 5 ™ Descrigtion:

[ ¥

1]

Service Aot
g |

| —1

I | M

————
E‘.i Print “oucher @ Save »’B Close |
. -

Figure 20: WRE payments

Written by Shams Chughtai/Christine Gardner Aud2008-kin
Version 6



Page 31 of 38

Payments: TRE

Authorizing Recipient TRE payments

Step-by-Step:

1. Click on the Esf Employment Plan/Enrollment icon (or press CTRL)+ E
2. Select the Employment Plan tab.

3. Click on thel B Fament o on.

1. This will bring up the payment screen.
4. Click on the “Transportation” Tab to enter paymefgse figure 21)
5. Select the date range that corresponds to the jpipgi® service.
» Authorization date will automatically default torcent date.
6. Select appropriate date (if it is not the curreategl
7. Enter appropriate value for each day in the “Payretails” fields.
8. Click “Save” when complete.

Work Transpnrtatinnl
Date: Range: | S I Total &1 TRE's: 80.00
& Autharization Date:
Payment Detail ® Payment Address
oLt
Saturday |
Sunda |
landa | |_ |
Tuesds
Wiednesds Mumber of Days:
Thursda Apount:
Friday
N —g

o~
%Save /D'B Close

Figure 21: WRE payments, Transportation Tab

NOTE: In order to enter TRE payments there must bea service (activity) for the time period of
the TRE payment.

Authorizing One-Time Applicant TRE payment
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Step-by-Step:

1. Click on the = Employment Plan/Enrollment icon (or press CTRL)+ E
2. Select the Employment Plan tab.

3. Click on the B Applcant TRE button located on this screen, this will authotize one
time TRE payment.
The following screen

will appear.

TRE Created!

5. Click “OK’.

Payments: Reconciling

Step-by-Step:

From the top menu select MO Utility then Fiscal irant Query.

Enter the Social Security Number to bring up treord. If you are reconciling multiple
records you can also bring up records by Date, TRag, Vendor and Counselor.
Highlight payment that you would like to reconditem the list.

Enter appropriate Document Number and Check Number.

Enter Reconcile Date.

Enter the appropriate Check Amount, if the amosnhé same as the requested amount,
enter the requested amount.

Click on the Save button.

=

ogkw

™~
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Seeker History (Tire)

This screen is similar to the TIRE, and has mucthefsame information.
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FSD Load Information (FESD Daily File)

This screen lists the same information that wasdign the Daily file screen in Toolbox 1.0.
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Case Notes

Entering a case note

Step-by-Step:

. B .
1. Click on the</ “Notes” icon to open the case note screen.
* You can view the detailed case note by selectisgfipropriate case note.

Search Criteris

FY Clear 4 Add
Counzelor: | e —=
Dt -

I Dsma }dute Ca'oagarﬂ Subject Courselar |Flle-Lips Ot

Solvin)Employment I .

u Imn E.I'tﬁ|Nnt& C!nh.-'

|

[ o4n 408 [picte Oty |
[ 120507 piote Orty |
[ 120507 ote oty |
[ 10A 607 jpiote Ority |
|

I

I

[ 10507 Mate Ority
[ |Da/28i07 Mate Oriy
[ |Dar2ei7 bote Ok
[ |o9/2807 pote Orily |

+

haz obtsined employmeant at a5 & marine resesarcher,

| ¥

1]

iy Select A1 | L Desslect Al (o3 Print ] {gave | X cancel | ) ciose

Figure 22: Case Notes

Adding a case note

Step-by-Step:

1. Click on them button (or press ALT + N) to open the case noteyestreen.
2. Select the appropriate Note Category from the “Nedéegory” drop down menu.
3. Type the appropriate subject of the note in thebj&at” field.
4. Type the case note into the “Notes” field.
5. Enter “Follow-up Date” if appropriate.
6. If you would like a hard copy for your records &lilw select the “Print on Save” checkbox.
7. Click the “Save” button to save the case note.
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Save ’@ Close
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Figure 23: Case Note Screen

Case Management Search

Viewing the list of your CAP clients

Step-by-Step:

1. Clickon the% Case Management Search icon (or press CTRL + G).
2. Click on the “Search” button.
3. This will bring up a list of all the clients thateaassigned to you.

To view only CAP recipient records or only CAP appilcant records

Step-by-Step:

1. Select the appropriate entry from the List of Val@eOV)
2. Click on the “Search” button.
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NOTE: To refine the search even further, click orthe “Additional” Tab.
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"l Case Management Search

General | Additional

e | Eiﬂtus:[.&n:tive | -] Enrolimerit Type:lCAF‘ Recipient Actusl 5
Couns:slw:| [Pﬁ--- L] SWIC’EM— [ Weterans Cnly
Team:| - | Referral Service:| =
_ Hlo Motes last 30 days
Office:| 3| Dete: . [ i Tasks ast 30 days —
Region| -] P micin
[ Al History
Courty| v (g s=arch

\\/
| Mame | Primary Counselor | Office | Team | Thle | Clty | Phone

1 1 1 K

Rl S S EN SN SRS NSNS |

-

I I I I
I I | |
I I I I
I I I I
I I | |
I | | |
I I I I
| | | I
I I | I
| | | I

Taotal Records: 0 Mumber Selected:

Destination:| Sesker nfo Tab o] iy Sekecta | —L DeSslect &l (-3 Print Repart| b Pt List | (3] Exeel

Figure 24: Case Management CAP Search

Changing Agent Hats

Changing Agent Hats

Step-by-Step:

1. From the “File” menu, select “Change User Title”.
2. On the “Change Agent Hat” screen, select the apatapoffice from the drop down
menu.

g}l Change Agent Hat

Office:| CENTRAL OFFICE -]
User Title:| <74 TE CAP PROGRAM COORDIN... |

@ Change

Figure 25: Change Agent Hat
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Changing Office Locations

Switching between offices

Step-by-Step:
1. From the File menu, click to select tBbdange User Title option.
2. Click to select the appropriate office from themdown menu on the Change Agent Hat
screen.

g:j_El Change Agent Hat

Offics:| CENTRAL OFFICE -]
User Title:| 574 TE CAP PROGRAM COORDIM... |

{'Z"j? Change |

Figure 11: Change Agent Hat

Written by Shams Chughtai/Christine Gardner Aud2008-kin
Version 6



